PARABOLA ARTS
CENTRE
Information Pack

GENERAL INFORMATION
About Us
Looking for a state-of-the-art theatre for your next live performance, conference, festival or
presentation? Look no further!
Built with minimalist contemporary detail, the Parabola Arts Centre has seating for 311 (+wheelchair
spaces) across two levels, making the auditorium wonderfully proportioned, resonant and atmospheric for
your audience. Not to mention that being situated in the centre of Cheltenham, means there are easy to
access transport links for your spectators to reach the Grade II* listed building. If you need rehearsal
and/or extra spaces, there are a variety of rooms available in the Parabola Arts Centre for your use
including five breakout rooms, a dance studio, 3 dressing rooms and a foyer space which houses the box
office and bar whilst also doubling as an art gallery. For advice regarding social distancing and seating
plans, please contact your Event Co-ordinator.
Take centre stage in your next live performance. Take the weight off your shoulders and leave your event
in our capable hands, as our team have a wealth of experience delivering high-profile live events. As
strategic partners of Cheltenham Festivals and Cheltenham Comedy Festival, Cheltenham Ladies’ College
have hosted events with world-renowned performers such as Nicola Benedetti, Sarah Millican and Dawn
French.

How To Find Us
Parabola Arts Centre,
Parabola Road,
Cheltenham, Gloucestershire,
GL50 3AH
(Main Entrance on Bayshill Road)

Parking
If you require an off road parking space in our car parking facilities, please notify your Event Co-ordinator
at least 2 weeks prior to your event. Please note your Co-ordinator can only book a maximum of 2 spaces
during term time for our clients. However, during holiday periods we are able to book a larger number of
spaces across a multitude of car parks.
Alternatively, the Parabola Arts Centre is surrounded by pay-at-machine on road parking. As well as this,
there is a car park just around the corner at St Georges Road car park.

All prices quoted are exclusive of VAT charged at a standard
rate.

BOOKINGS & HIRE
Price of Hire
Hire of Galleries: £35.00+VAT per hour. Price includes 1 Duty Manager to oversee the running of the
venue on the event day.
Standard Hire of the Parabola Arts Centre Auditorium: £150+VAT per hour. Price includes 1 Duty
Manager and 1 Duty Technician to oversee the running of the venue on the event day. Also includes
access to Galleries (subject to availability).
Professional Music / Dance Performance: £200+VAT per hour. Price includes 1 Duty Manager and 2
Duty Technicians to oversee the running of the venue on the event day.
Please note, all our quoted prices include access to free WiFi.

Additional Expenses
Please note if our Technical Theatre Manager deems the performance too complicated for 1
Technician, the Hirer is requested to hire a second technician charged at £20.00+VAT per hour.
Technical - Please note additional costs apply for use of equipment outside of standard hire (including
grand piano and radio microphones). Please see Technical Extras below.
Steward £15.00+VAT per hour.
Additional classrooms from £25.00+VAT per hour.
Catering - Please find these charges in the section 'Catering'.

Fees & Charges
A 25% deposit is payable on return of contract, and the balance to be paid one month in advance of the
event.
Cancellation Fees
More than 60 days – Initial deposit
30 to 59 days – 50% of total contracted amount
29 days and less – 100% of total contracted amount
The Hirer has the right to postpone the date of the event, once, to a future date agreed by the Venue,
and carry over any deposits or Hire Charges already paid. Should a second postpone be required,
further charges may apply.

All prices quoted are exclusive of VAT charged at the standard rate. All prices are
quoted on a per hour basis. Minimum hours of hire for all venues and staff provided
by the Venue is 4 hours.

ESSENTIAL DETAILS
Stewards
You will be required to provide a minimum of two stewards per level of the theatre being used. If both the
lower and upper circles are used, then the minimum steward numbers are 4. Stewards must be over 18.
Names of all stewards must be supplied one week ahead of the event.
Stewards will receive a full health and safety briefing prior to the audience arriving.
The Venue can provide trained stewards at a cost if required, our current charge is £15.00+VAT per
steward, per hour.
Please note, if suitable stewards are not provided, the event cannot take place.

Access
Access to the PAC outside of the hire times must be agreed in advance with the Venue, and may be
subject to an additional hire fee.
Hire of the PAC includes the auditorium, galleries and dressing rooms as standard. All other rooms are out
of bounds to the Hirer and members of the public unless agreed in advance with the Venue.
Additional hire costs apply to the use of any additional spaces.
The Hirer must allow sufficient time within the hire period for any ‘Get Out’. Equipment cannot be left on site
past the hire duration without prior agreement from the Venue.

Catering
A cash bar can be provided for £150.00+VAT. If required, this must be communicated no later than 4 weeks
prior to the event. Any drinks brought onto site for resale or distribution to the public are subject to corkage
which is charged at £9.00+VAT per bottle.
Catering available in the galleries includes; canapes, cold buffets and refreshments. Contact our team to
receive a copy of our menu pack.
No food or beverages can be brought into the auditorium.

Decorations and Room Hire
The use of candles, tea lights or any other naked flame on tables is prohibited.
Sensitivity to the fabric of the building must be observed when putting up decorations - sticky tape of
any type is not to be used on varnished surfaces.
No nails, tacks, screws, etc shall be driven into any of the walls floors ceilings furniture or fittings.
The removal and/or collection of any decoration must be arranged in advance with the Venue. It may not be
possible for these to be left past the hire duration of the event.
All spaces must be returned to their condition as per the start of the hire, including any furniture moved
during the hire.
The Venue will ensure the room is in a suitable state of cleanliness for the start of the hire period, and at the
beginning of each day for multiple day events.
The Venue will dispose of a reasonable amount of rubbish and recycling on a daily basis. Where an event
requires excessive cleaning an additional fee may be required.
Smoking or use of e-cigarettes is not permitted on the venue's premises unless by prior arrangement and in
the designated areas only. Alcohol and drug misuse is not permitted on the venue's premises, and any hirer
or guest thereof will be asked to leave immediately should misuse be suspected.

All prices quoted are exclusive of VAT charged at a standard
rate.

THEATRE LAYOUT &
ACCESSIBILITY
Accessibility
The Parabola Arts Centre is fully accessible via an entrance and exit by the stage operated by a push pad.
Seats can be removed at the back of the auditorium for people using wheelchairs and their companions.
There are accessible toilets next to the main toilets, by the circle bar and dance studio. There is also an
accessible toilet by the dressing rooms. These can all be accessed by the lift.
The Parabola Arts Centre is also equipped with Hearing Enhancers. These are on an infra-red system.
We ask patrons with access requirements to let us know at the time of booking so that we can ensure they
are met. We also ask clients who are running their own box office or ticketing system to do the same, and
let us know in advance of any special requirements.

Theatre Layout
Please see the plans for the theatre layout in the following pages.

All prices quoted are exclusive of VAT charged at a standard
rate.

All prices quoted are exclusive of VAT charged at a standard
rate.

Auditorium
Seats and Sightlines
The auditorium seats 311 persons, with additional space for wheelchair users. 106 seats are located on the
first floor circle. 12 seats are removed from row M seats 30 to 36, to accommodate audience members in
wheelchairs. However, lose chairs can be added to this section for the rest of their party. As a general rule,
one wheelchair takes up two seat spaces. Our lighting and sound desks are in the position M23-29. Please
do not sell these seats.
If you require the thrust to be out or the orchestra pit to be open then this will require removing row A and B
from the stalls at the loss of 28 seats.
Please note, depending on your stage set-up, the side seats closest to the stage may have restricted
sightlines. Those most affected are stalls: L1-6 & L43-48, M1-6 & M46-51; balcony: A1-6 & A47-53, B1-6 &
B48-53.
The TTM must be informed in advance if any seats need to be moved as they cannot be moved quickly.
Our socially distanced capacities are as follows;
Parabola Arts Centre Auditorium Theatre Style:
57 based on public attending as individuals.
92 based on public attending in household bubbles.
Please contact your Event Co-ordinator for social distancing advice and seating plans.
Parabola Arts Centre Bar and Galleries
40 based on public attending as individuals.

All prices quoted are exclusive of VAT charged at a standard
rate.

TECHNICAL INFORMATION
What's Included
Theatre
Clear stage and wings
Seating capacity of 311 (including space for 3x wheelchairs)
Accessible areas
Theatre (ground floor and circle level)
Box Office Gallery
Bar Gallery
Foyer
Up to 3x dressing rooms
Sound equipment
Roland M400 digital desk (32 inputs and 12 outputs)
D & B front of house system
2x Stage monitors
2x Sennheiser EW 300 handheld radio mics including batteries
2x mic stands
1x CD player
Lighting equipment
ETC ION console
Up to 4x lighting specials
4x moving lights
Use of LX bars
AV equipment
Custom 2-way screen 6 m x 4.5 m
1x laptop with charger
Panasonic PT-RZ970 Laser Projector

Full Theatre Technical Specification available on request and provided on booking.

All prices quoted are exclusive of VAT charged at a standard
rate.

Technical Extras (excluding VAT, per unit)
Sound
SM 57 + mic stand + 1x XLR £8.00
SM 58 + mic stand + 1x XLR £8.00
Audio Technica U859QL + mic stand + XLR £8.00
DI Box + 1x jack lead £5.00
Sennheiser EW 300 hand held (4 available) / EW 300 G3 lapel/headset radio mics including batteries (9
available)
Total of 12 radio mic receivers available each charged at £10.00
Lighting
Music Stands (per stand) £3.00
Lit Stands + Kettle lead £5.00
Per special £25.00
AV
Wireless presenter £5.00
Printing either black or coloured copies £0.05 per copy
Haze/smoke machine £30.00
Theatre
Grand Piano hire – including moving onto stage and tuning £125.00
Risers (per riser) £5.00
Extension up - seats out (loss of front two rows) £30.00
Full stage repaint £35.00
Rooms
Additional room hire £25.00 per hour.
Staffing Per Hour
Additional Duty Technician (minimum 4 hour call) £20.00
Additional Duty Manager (minimum 4 hour call) £20.00
Additional Domestic during the hire (required when running multiple shows) £13.50
Duty Security (minimum 4 hour call) £20.00
Catering
Pre show and interval Cash Bar (Bar, staff, stock and glassware) £150.00
Corkage £9.00 per bottle

All prices quoted are exclusive of VAT charged at a standard
rate.

Production File
It is strongly recommended that the Visiting Company bring with them a Production File that carries full
details of the Production. This will help us satisfy ourselves that all of the arrangements for the Production
are in order and safe. The list below details what may be required for your production. Please contact the
TTM for clarification on any point.
All licences required for the Production (as distinct from the premises)
Method statements for the Production's construction and operation including flying Plot, ground plan
and lighting plot.
Certificates of flame-retardance.
A general production risk assessment, please make special reference to any effects (pyrotechnics etc.)
Assessments under the Control of Substances Hazardous to Health Regulations (COSHH) of
substances used in the Production
Temporary Structure Inspection Certificates
A method of accessing the Portable Appliance Register (PAT) for your electrical equipment.
Details of any special electrical power requirements and connection facilities. Any connection to a
venue provided outlet other than 13A/16A must be discussed with the Venue. All generator powered
systems must be discussed with the venue.
Copies of electrical inspection certificates to BS7909:2008 or BS7671:2008 as appropriate.
Copies of Radio licences required for items such as radio microphones, two-way radios, radio controlled
devices, etc.
Details of chaperone arrangements for young people, copies of any required performance licenses and
permission to perform notices.
Certificates of insurance covering all members of the public, employees (professional), members
(amateur), for all activities on our premises. Special notice should be provided for special risk activities
such as the use of pyrotechnics.
A copy of the Production File should be sent to the venue upon request and be accessible to the venue
at all times whilst the Visiting Company is on site.

All prices quoted are exclusive of VAT charged at a standard
rate.

Permitted Use
When hiring the PAC, The Visiting Company has the exclusive use of the stage, dressing rooms, the
auditorium but only for the purpose of agreed rehearsals and performances, and basic lighting, sound
and staging facilities for agreed performances.
The Venue will endeavour to provide but cannot guarantee access to any of its facilities except during
the Production Period. It is not always possible to schedule rehearsal time in the premises prior to the
Production Period.
No access is permitted to under-stage areas and orchestra pit without the express permission of the
venue.
No unauthorised persons (including friends, parents, and relatives) or animals (except guide dogs) are
allowed backstage at any time. Authorisation may be gained only from the venue.
Authorised personnel are allowed access only on the dates and during the hours mentioned in the
Contract or as subsequently agreed with the venue. It is essential that only performers and crew are
backstage after the half.
During term times CLC students will be present throughout the building. You are requested to keep only
to the areas designated in your Contract (usually, Auditorium, Technical areas, Box office, Bar,
changing rooms, toilets and link corridors.). This will be re-iterated on entrance to the building. Any
members of your Company found elsewhere may be asked to leave the premises.
No flammable items or packing of any kind may be left anywhere within the premises except as
approved by the venue.
Smoking is not permitted anywhere on the site at any time. Company members who persist in smoking
on site will be banned forthwith from the venue. The Visiting Company shall be liable for expenses
incurred through the actions of their members.
Smoking or the use of incense is not permitted in any area, unless the specific written permission of the
Venue, AND local licensing authority is obtained. The Visiting Company will be liable for any costs to
the venue of infringing this policy.

All prices quoted are exclusive of VAT charged at a standard
rate.

Special Effects
Special effects include any device or effect that was not included in the original licensing risk
assessment for the premises which, if not properly controlled, may present a hazard. Examples include
the use of dry ice machines, cryogenic fogs, smoke machines, fog generators, pyrotechnics and
fireworks, real flame (including smoking and the use of incense), firearms, motor vehicles, strobe
lighting, lasers and animals (including birds, fish and reptiles) as part of the performance. The Venue
may have to obtain the consent of the Licensing Authority before special effects may be used. All
special effects for a Production should be set up and thoroughly tested as far as reasonably
practicable before the fit up at the Venue. This testing should replicate performance levels and
conditions as far as possible. The Licensing authority may require the proposed effect(s) to be
demonstrated in performance conditions before consent can be given and may refuse consent or make
specific requirements. As much notice of any proposed effects should be given to the Venue as
possible but in any case no less than four weeks. Failure to provide sufficient information will result in
late or non-acceptance of the effect even though such non-approval may have a serious artistic
implication. After an effect has been demonstrated and approved it must not be altered. The Venue
may, at any time, refuse any effect for any reason whatsoever.
Only a responsible person who has received appropriate training may operate special effects.
Warning notices must be conspicuously displayed at all public entrances to the premises (or
auditorium, where appropriate) so that the public may read them before entering. It is the responsibility
of The Visiting Company to source and display these notices in a manner agreed with the Venue.
Any proposal to use excessively loud sound effects or music or high-power audience lights must be
discussed with the Venue in advance who may require all programmes and pre-performance
advertising literature to carry an appropriate warning. Failure to obtain approval from the Venue may
result in modification of the desired effect.
Dry ice machines & cryogenic fogs are only permitted with the consent of the Venue. A full and
detailed risk assessment on use of the effect and storage of any consumables must be presented to
the venue no less than 6 weeks prior to the production period, and a copy kept in the production file.

Sound
A full production audio system is in place and set-up ready to be used at all times.
12 Mic inputs stage left, 6 Mic inputs stage right.
The equipment consists of; Roland M400 digital sound console 32in 12out, D&B FOH sound system, 2
stage monitors, CD player, 1 Multidisc CD player patched to FOH show relay.
The FOH sound desk is usually located at the back of the stalls.
Microphones
3x Shure SM58 (1 clip), 5x Shure SM57 (4 clips), 2AKG D6505 (2 clips), 2x Crown PCC-160 (boundary
mic), 1x Shure 515SDX (1 clip), 5x AKG C1000S (3 clips), 3x DM 868 Retro 50s Elvis style AKG C451E
(no clips), 1x Superlux ECM-999 (1 clip), 3x DM868
DI Boxes
2x BSS AR133, 2x Behringer Ultra DI100, 1x Behringer DI20 Ultra-DI Active 2 Channel DI Box/Splitter,
1x Samson Stereo DI Box
Radio Mics
8x EW300G3 Transmitter packs, 4x EW300 Handheld Mics, 6x Pulse Double ear Hook Headset Mics,
8x Lapel Mics, 12x Sennheiser EW300 G3 Receivers
Music Stands
17x RAT lit music stands (one conductor stand)

All prices quoted are exclusive of VAT charged at a standard
rate.

Lighting
The lighting system can only be used by trained operators with the consent of the TTM.
The system consists of;
144 channels of dimming/switching running through ETC Sensor + racks (6 switch modules)
ETC ION console with fader wing. Control via DMX or EDMX
Wireless rigging remote 4 IWBs with 12 channels a piece for the stage. They can be moved on power
drill winch bars, and focused via tallescope or Zarges ladders.
2 FOH bars accessed via tension wire grid.
3 Bars around the circle accessed via ladder.
4 short vertical bars 2 either side in front of the arch.
Patch panels throughout the auditorium – see diagrams for information.
All lighting is connected with 16amp Ceeform connectors. We do not carry many 16a-15a convertors, so
please let us know if you need them.
Lighting fixtures can be used with prior agreement.
If you wish to use any of the lighting equipment please send a lighting plan ahead of arrival.
We can provide gel with prior agreement, a small hire charge maybe applied for this. Please be aware
that we may not have the exact colour that you require.
All lighting must be de-rigged before leaving unless arrangements have been made with the TTM. This
excludes any lighting rigged on the FOH bars above the tension wire grid.
Access to the tension wire grid is for authorised persons only. All tools must be secured with a lanyard
and any work carried on underneath must be done using appropriate PPE (hard hats etc.) This must be
provided by the visiting company.
The lighting desk can be patched to various places in the auditorium for rehearsals

AV
A full projection system is available for use with back projection.
The screen is a Custom 2 way Electric Projection Screen 6m x 4.5m + extra 800mm black drop key
switch & RF control
The projector is a Panasonic PT-RZ970
Kramer video switcher (located by sound & lighting desks). 3 x HDMI inputs on Kramer face plate. 1
HDMI input feed from onstage. 1 x VGA input on Kramer face plate.
Panasonic DMP-BD84EB-K Blu-Ray Player

All prices quoted are exclusive of VAT charged at a standard
rate.

SAFEGUARDING
Child Protection
When hiring the Parabola Arts Centre, we require that the hirer adheres to the College's Safeguarding
Policy. This means that the Hirer will have regard to the requirements of current child protection guidance
issued by the DfE (and other relevant agencies) and have in place appropriate policies and procedures for
safeguarding children and child protection.
We suggest that you nominate someone in your organisation to discuss child protection matters with our
team.

MARKETING
Our team will not create any marketing material for your events. The responsibility of marketing your event
will lie in your hands. The marketing of your event must abide by the CLC brand guidelines. Our reputation
is important to us, and a common mistake is the correct use of the apostrophe in Cheltenham Ladies'
College - although we aren't the teachers here, we can spot spelling errors!
Your Event Coordinator may agree to include the event on our CLC Events website and social media
channels, but reserves the right not to.
Any publicity or promotional material relating to the event must be approved in writing before use by the
Marketing Manager. Please only promote your event relating to the venue once you have paid your deposit.
When photographing or filming your Event, please ask permission of the College if this is to be used for
public use. In the event that the Event takes place when pupils of the College are on site, there must be no
photography containing any pupils.

All prices quoted are exclusive of VAT charged at a standard
rate.

HEALTH & SAFETY
Emergency Evacuation Procedure
In a state of emergency your Duty Manager will ensure the evacuation procedure commences and makes
an announcement in the auditorium.
The Duty Technician and stewards will evacuate the auditorium with the audience, ushering guests to fire
exits and encouraging the audience to leave via the designated exits.
Stewards will usher everyone to the assembly point at Royal House, guiding guests to cross the road.
The Duty Manager will contact the Fire & Rescue service if necessary. The Duty Manager will also do a
final sweep of the spaces in use to confirm they are clear, shutting the fire doors and exiting the building.

First Aid
All our Duty Managers have been first aid trained.
Should an incident occur, we have first aid boxes and a defibrillator available in the Parabola Arts Centre for
use by our Duty Managers.

COVID-19 Procedures
The college have already installed temperature checkpoints on arrival, sanitiser points around College, and
have enhanced cleaning and PPE provisions. All spaces have been measured and new capacities put into
place based on the current social distancing guidance.
Alongside our general COVID-19 risk assessments, we are producing individual risk assessments for each
event based on their requirements. We will require you to produce your own COVID-19 risk assessment,
which is to be provided to your Event Co-ordinator two weeks ahead of your event. Subsequent revisions
should be provided if necessary. Measures may include temperature checks on arrival; wearing of face
coverings or masks; staggered arrival, break and departure times; changes to access and egress points to
reduce congestion. We are happy to work with our clients to ensure all parties feel safe and secure within
our site.

All prices quoted are exclusive of VAT charged at a standard
rate.

CONTACT US
Cheltenham Ladies' College
Bayshill Road
Cheltenham
Gloucestershire
GL50 3EP
Telephone: 01242 707484
Email: venuesandevents@cheltladiescollege.org
Visit: https://venues.cheltladiescollege.org/

All prices quoted are exclusive of VAT charged at a standard
rate.

